
Excerpt:  People Transition Tracking Tool User Guide 

Instructions for Submitting Substitution Request Form 

On-line Through the Transition Tool 
 

 

Substitution Candidates 
Substitution candidates are non-affected employees who wish to take the place of an affected 

employee.  These employees’ positions have not been identified for elimination in Stage 3 of 

VDOT’s Blueprint for the Future. 

 

To access the Substitution Request Form online: 

 

1. Log-on to your VDOT computer using your User Name and Password. 

2. Open the Internet Explorer Browser. 

3. Open the People Transitions Tracking Tool by typing BlueprintTransitions on the 

address line of your browser.  Do not type www. or http:// before typing 

BlueprintTransitions.  This address is not case sensitive. 

4. The tool will open up to the “Blueprint Transitions Tool Home Page.” 

5. This page will give you instructions for submitting a Substitute Request Form online. 
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It is possible to access the tool from home or other locations using VPN connectivity and VPN 

permissions.  You must have both VPN connectivity and VPN permissions to connect to VDOT 

servers outside of VDOT.  If you have problems connecting using VPN access, contact the 

VDOT Help Desk for assistance.  The phone number is toll-free 1-866-637-8482.  The Help 

Desk e-mail address is helpdesk@vdot.virginia.gov. 

 

There will be a small number of employees who will not be able to access the Transition Tool.  If 

you try to access the tool and receive the error message, “System is unable to validate your 

identity at this time”, you will need to complete a paper Substitute Request Form and submit it 

to your local Human Resources Office to be entered into the Transition Tool.  If you cannot 

access the Transition Tool online, you must complete a paper Substitute Request Form.  

 

 The Substitute Request Form can be obtained from the Inside VDOT Blueprint for the Future 

site, “News and Information” section, through the external VDOT Blueprint People Transition 

site, “Other Resources” section, or you can ask for a paper copy from your local Human 

Resources Office. 

 

A Substitute candidate has access the following menu selections once they log-on to the system.  

 
● Home – clicking on this tab will take you back to the Transition Tool home page. 

● Verify Employee Information – this section allows the employee to view his/her 

employee information. 

● Substitute Request – this section allows an employee to express interest in being 

considered to substitute for another VDOT employee who has been scheduled for layoff. 

 

Verify Employee Information 

Click on the  button to bring up this section.  This section allows the 

currently logged-in employee to view his/her employee Information: 

● The Employee Information- This information can only be viewed.  It cannot be 

changed while being viewed by the employee.  This allows the employee to ensure that 

the information is correct. 

● The Comments allows the employee to indicate what information is incorrect.  It is also 

used by HR to add comments concerning the information and employee. 

● Employee answers the questions and clicks on the  button.  A report is 

generated to Local HR for resolution. 

● If the form has been submitted correctly the user will see Form has been Submitted at 

the bottom of the screen. 
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The Substitute Interest Request Form 

Click on the  button to bring up the Substitute Request Form.  The 

Substitute Request Form is divided into several sections. 
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Employee Information - This information can only be viewed. It cannot be changed while 

being viewed by the employee. This information is populated from the PMIS data files. 

 

 
 

Employee Interest - Employee answers question “Are you interested in being considered to 

substitute for another VDOT employee who has been identified for layoff” and clicks on the 

Radio Button Yes/No indicating preference. 

 

 
 

Employee Certification - Employee must certify to all the conditions listed on the form. 

All Substitute Candidates must check this box certifying they understand and agree to the 

conditions. 

 

 
 

Submitting the Substitute Request Form - Click on the button  submit the form.  

If the form has been submitted corrected the user will see “Form has been Submitted” at the 

bottom of the screen. 

 

You will receive a confirmation email once your request has been received. 
 


